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ÅUnderstand what GEARS is and what it is used for

ÅUnderstand how GEARS is structured for the 
purposes of VCDP

ÅLearn strategies for navigating through GEARS

Learning Objectives



What is GEARS?

NOTE: These ERs are being completed at the EXEMPT 
LEVEL, they are NOT EXEMPT from the ER process.

ÅGEARS: Grant Electronic Application & Reporting System
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ÅGEARS is the online grants management system used by multiple State 
ǇǊƻƎǊŀƳǎ ŀŎǊƻǎǎ ƳǳƭǘƛǇƭŜ {ǘŀǘŜ !ƎŜƴŎƛŜǎΦ ±/5tΩǎ ŜƴǘƛǊŜ ƎǊŀƴǘ ǇǊƻŎŜǎǎ ƛǎ 
carried out via GEARS including application, environmental review, 
execution of the grant agreement, requisitioning, progress report, 
monitoring, single audit, closeout agreement and financial reporting.



GEARS Overview for Grantees 

Gaining Access to the System:

Logging In
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Logging On

NOTE: These ERs are being completed at the EXEMPT 
LEVEL, they are NOT EXEMPT from the ER process.

ÅLogin Page: https://egrants.vermont.gov/Login2.aspx
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¢ƻ ƭƻƎƛƴΣ ǎƛƳǇƭȅ ƛƴǇǳǘ ǘƘŜ ά¦ǎŜǊƴŀƳŜέ ϧ άtŀǎǎǿƻǊŘέ 

ŦƛŜƭŘǎ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ ƎǊŜȅ ά[ƻƎƛƴέ ōǳǘǘƻƴΦ

https://egrants.vermont.gov/Login2.aspx


Getting Locked Out / Forgot Password

NOTE: These ERs are being completed at the EXEMPT 
LEVEL, they are NOT EXEMPT from the ER process. 6



Getting Locked Out / Forgot Password

NOTE: These ERs are being completed at the EXEMPT 
LEVEL, they are NOT EXEMPT from the ER process.

If you enter an 
incorrect password 
three times, you 
will receive an error 
message instructing 
you to contact the 
system 
administrator for 
help. Instead of 
contacting anyone, 
you will simply be 
locked out of the 
system for 20 
minutes. 
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Getting Locked Out / Forgot Password

NOTE: These ERs are being completed at the EXEMPT 
LEVEL, they are NOT EXEMPT from the ER process.

ÅIf you know your password, wait 20 
minutes before trying to log in again. 

ÅIf you have forgotten your password, 
ǎŜƭŜŎǘ ǘƘŜ άCƻǊƎƻǘ tŀǎǎǿƻǊŘΚέ ƭƛƴƪ 
found at the bottom of the Login box. 
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Getting Locked Out / Forgot Password

NOTE: These ERs are being completed at the EXEMPT 
LEVEL, they are NOT EXEMPT from the ER process.

ÅPlease Note:LŦ ȅƻǳ ǎŜƭŜŎǘ άCƻǊƎƻǘ tŀǎǎǿƻǊŘέ ǘƘŜ 
system will send a temporary password to the e-
mail address associated with your account. Do 
not simply copy/paste the password that is sent 
in the e-mail (often times an extra space is added 
at the end when the password is copied, resulting 
in an incorrect password when pasted). You 
should manually type in the temporary password 
that is provided. Once you log in with the 
temporary password, the system will 
automatically prompt you to set a new password.
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New Users
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ÅNew Users need to register and receive approval before being able to have 
ŀŎŎŜǎǎ ǘƻ ǘƘŜ ǎȅǎǘŜƳΦ bŜǿ ¦ǎŜǊǎ Ŏŀƴ ǊŜƎƛǎǘŜǊ ōȅ ǎŜƭŜŎǘƛƴƎ ǘƘŜ άbŜǿ ¦ǎŜǊΚέ 
link found at the bottom of the Login box on the GEARS Login Page

ÅPlease Note:Account approval is a manual process that requires action by 
VCDP Staff, you will NOT automatically receive an e-mail of account approval

ÅFor VCDP, all grants are awarded to municipalities; therefore, all accounts 
need to be associated with a municipality in order to be given access to 
applicable documents. An account request will NOT be approved until a 
Municipal Authorizing Official has communicated with VCDP Staff that an 
ƛƴŘƛǾƛŘǳŀƭ Ƴŀȅ ōŜ ŀŘŘŜŘ ǘƻ ǘƘŜ aǳƴƛŎƛǇŀƭƛǘȅΩǎ ŀǇǇƭƛŎŀōƭŜ ƎǊŀƴǘ ŘƻŎǳƳŜƴǘǎΦ

https://egrants.vermont.gov/Login2.aspx


GEARS Overview for Grantees 

General Navigation
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Depending on your 
role, you may or may 
not have this section. 
This is where you can 
see all the application 
types that are 
available in the 
system (including 
non-VCDP 
applications).

Main 
Home 
Screen



LŦ ȅƻǳ ǎŜƭŜŎǘ άhǇŜƴ 
LƴōƻȄέ ȅƻǳ ǿƛƭƭ ǎŜŜ ŀƭƭ 
the system messages 
that have also been 
sent to the e-mail you 
have associated with 
your GEARS account.

Main 
Home 
Screen



If there is a specific 
action you must 
perform associated 
with an object in the 
system (application, 
requisitions, etc.), 
you can easily find 
those objects in this 
section when you 
ǎŜƭŜŎǘ άhǇŜƴ ¢ŀǎƪǎΦέ

Main 
Home 
Screen



Using the green 
tabs at the top of 
the page is one 
of the primary 
ways to navigate 
through the 
system

Main 
Home 
Screen



²ƘŀǘΩǎ ¦ƴŘŜǊ 9ŀŎƘ ¢ŀōΚ
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VCDP 
Applications/

Awarded 
Grants

&
VCDP

Environment
al Reviews

ÅOnsite Monitoring Reports
ÅVCDP Progress Reports 
ÅVCDP Single Audits
ÅVCDP Closeout Agreements
ÅVCDP Closeout Financial 

Reports
ÅVCDP NCDO 

Agreements/Grant 
Assignments

VCDP Requisitions

The basic project identifier 
(see next slide) originates 

from the Application



Another way to navigate the system is by 
ǎŜƭŜŎǘƛƴƎ ǘƘŜ άhǊƎŀƴƛȊŀǘƛƻƴόǎύέ ƭƛƴƪ ƭƻŎŀǘŜŘ ƛƴ 
the blue banner at the top of the page

Main 
Home 
Screen



!ŦǘŜǊ {ŜƭŜŎǘƛƴƎ ǘƘŜ άhǊƎŀƴƛȊŀǘƛƻƴόǎύέ ƭƛƴƪΣ ǎŜƭŜŎǘ ǘƘŜ άhǊƎŀƴƛȊŀǘƛƻƴ 
5ƻŎǳƳŜƴǘǎέ ƭƛƴƪΦ ¢Ƙƛǎ ǿƛƭƭ ǇǊƻǾƛŘŜ ȅƻǳ ǿƛǘƘ ŀ ŎƻƳǇǊŜƘŜƴǎƛǾŜ ƭƛǎǘ 
of all VCDP (and non-VCDP) documents with current statuses



Application Type
Å IG: Implementation Grant
ÅPG: Planning Grant
ÅAM: Accessibility 

Modification
ÅSS: Scattered Site

Program Year of 
the Application

Municipality Unique
Identifier # 

(assigned by the 
system at the time 
the application is 

created)

Object Labeling



ÅApplications/Awarded Grants

ÅEnvironmental Reviews

ÅRequisitions

ÅOn Site Monitoring Reports

ÅProgress Reports

Object Labeling



ÅSingle Audits

ÅCloseout Agreements

ÅCloseout Financial Reports

ÅNCDO Agreement (by Organization)

Object Labeling



NOTE: The year associated with a Single Audit or Closeout 

Financial Report object is the applicable fiscal year of the 

reporting (not the Program Year of an Application)

Object Labeling



If you place your mouse over an object identifier, a box will
appear with the Project Title that has been given to that 
application:

Helpful Tip



CƛƴŘ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ȅƻǳΩǊŜ ƭƻƻƪƛƴƎ ŦƻǊ ƭƛǎǘŜŘ ǳƴŘŜǊ άaȅ ¢ŀǎƪǎέ ƻƴ 

the Main Home Screen:

!ŎŎŜǎǎƛƴƎ ŀƴ !ǇǇƭƛŎŀǘƛƻƴ ¢ƘǊƻǳƎƘ άaȅ ¢ŀǎƪǎέ



To search by VCDP application type you will 
need to know:
ÅThe program year of the application
ÅThe application type (IG, PG, AM, SS)
ÅNote: Environmental Reviews are also 

found under the application tab and can be 
ǎŜŀǊŎƘŜŘ ŦƻǊ ŀǎ ŀƴ ά!ǇǇƭƛŎŀǘƛƻƴ ¢ȅǇŜέ

Accessing an Application by 
Searching the Application Tab



Accessing an Application by 
Searching the Application Tab

If you work with multiple 
organizations (municipalities), 
you may find it easier to search 
by organization and program 
year



Accessing an Application by 
Searching the Application Tab

!ƭǘŜǊƴŀǘƛǾŜƭȅΣ ȅƻǳ Ŏŀƴ ǎŜƭŜŎǘ ά{ŜŀǊŎƘέ 
without filling out any of the search 
criteria, and the system will provide a 
list of all the current and past 
applications your account is associated 
with.



²ƘŀǘΩǎ ¦ƴŘŜǊ 9ŀŎƘ ¢ŀōΚ
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VCDP 
Applications/

Awarded 
Grants

&
VCDP

Environment
al Reviews

ÅOnsite Monitoring Reports
ÅVCDP Progress Reports 
ÅVCDP Single Audits
ÅVCDP Closeout Agreements
ÅVCDP Closeout Financial 

Reports
ÅVCDP NCDO 

Agreements/Grant 
Assignments

VCDP Requisitions

NOTE: All tabs can be 
searched in the same way 
that the Application tab 

can be searched (as 
shown on the three 

previous slides)



Once in an 
Application, hover 
ƻǾŜǊ ǘƘŜ ά±ƛŜǿ 
wŜƭŀǘŜŘ LǘŜƳǎέ 
heading to see a list 
of Requisitions, 
Progress Reports and 
Onsite Monitoring 
Reports Related to 
the Grant

Note: Environmental Reviews will not be included in this list as 
Environmental Reviews are not directly linked to the application/grant in 
the system. Environmental Reviews need to be searched for separately 
using the Search Feature in the Applications Tab.

Related Objects


